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Dear Mr Jones 

RE: Staff Nurse 156-14-1000 

Following your interview I am pleased to confirm the offer of the above post commencing on 5 
January 2015. 

This contract of employment is for your information, please keep a copy for your records 
and bring a signed copy with you (pages 1 to 25) to hand in at the registration desk at 
Corporate Induction. 

Please ensure that you have advised your line manager of any reasonable adjustments or other 
considerations that need to be made prior to commencement. 

You are required to attend the Trust's Corporate Induction Programme. Attendance is compulsory 
for all new members of staff. Please report to the Induction Registration Team in the foyer of 
the Knowledge Spa at the Royal Cornwall Hospital site at 08.30 am on your first working 
day. You will be presented with your appointment form which you will need to complete with your 
bank details to ensure you are paid. Once this has been completed along with other mandatory 
registration documents, you will be directed to the next stage of your Trust Induction. 

You are required to attend the following days of the Corporate Induction for your job role: 

DAY ONE: 5 January 2015: 08.30 - 16.30 

DAY TWO: 6 January 2015: 09.00 - 17.00 

DAY THREE: 8 January 2015: 09.00 - 17.00 

Please liaise with your Manager for information about when and where to report to work. 

In order that we can verify your identification and arrange for you to be paid promptly can you 
please bring the following information with you on your first day of employment. 

• P45 and/or National Insurance Number 

• Bank Account details 

• Birth Certificate 

• Your last payslip (if transferring from another NHS post) 

• Three forms of current identification (please see guidance attached) WE MAY NOT BE ABLE 
TO PA Y YOU IF YOU FAIL TO BRING THE CORRECT FORMS OF IDENTIFICATION 
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You are required to complete all aspects of Mandatory/Essential Training, refresher and specialist 
training, as deemed appropriate by the Trust. Mandatory/Essential Training is defined in the Trust 
Mandatory Training Policy, a copy of which is contained on the Trust document library. You will be 
required to ensure this is kept current and updated within the required timescale, as outlined within 
the relevant policy. Failure to complete Mandatory/Essential training or any refresher training may 
lead to your suspension pending completion. Any queries you may have about your training should 
be directed to your line manager in the first instance. 

If you are required to travel a greater distance than you would normally travel to work to attend 
induction, you are entitled to claim mileage expenses. To allow payments to reimburse your 
mileage you must have business use insurance with your current insurance provider. Failure to 
provide a current copy of your insurance certificate which specifies that you are insured for 
business use will result in Payments being unable to reimburse any mileage. 

The terms and conditions set out in this offer of employment, agreed at interview or included in this 
contract of employment, are to be subject to amendment, under the arrangements for NHS staff 
known as Agenda for Change. 

Where this offer is provisional on the outcome of a criminal record check from the Disclosure and 
Barring Service (DBS) that is satisfactory to the organisation you will have been given a form to 
complete at interview. This will include current and spent convictions, police cautions, reprimands 
and final warnings. In the event of a criminal record being disclosed to the organisation it will be 
discussed with you - unless the details are not deemed as relevant to the post you have applied 
for or if they have already been discussed with you and deemed as satisfactory to the organisation. 

Failure to disclose a criminal record could lead to the withdrawal of an offer of employment or 
dismissal. If subsequent to taking up your post your criminal record changes you are also required 
to advise your line manager. 

If your post requires a DBS check then pending receipt of this you will be required to work under 
supervision. 

As a registered member of the NMC you will be required to abide by the relevant published code of 
professional practice. If it is thought that you have breached your code of professional conduct 
and/or the Managers Code of Professional Conduct, the matter will be investigated in line with the 
disciplinary policy as a matter of personal misconduct. 

On commencement of employment, you will automatically become a member of the NHS Pension 
Scheme, however if you do not wish to join the scheme, you will need to liaise with the Pensions 
staff at Induction. In the meantime, you may wish to visit the NHS Pensions Agency's website, for 
further information: www.nhsbsa.nhs.uk 

Car parking on the Royal Cornwall Hospital site is at a premium and the number of car parking 
permits available each year is limited. When the annual allocation of permits has been issued, 
further applications are prioritised, in accordance with the individual's working pattern, and put on a 
waiting list. 

There is currently an exclusion zone of 1.5 miles (on a straight-line basis) around the hospital and 
staff living within this zone are not eligible to purchase a car parking permit. However, staff who 
are contractually required to undertake shifts, required to use their car in order to carry out their 
role (Essential Car Users), or are disabled, are permitted to apply for a permit even if they reside 
within this 1.5 mile radius. 

Staff working during core hours, i.e. 7.30am and 6.30pm, Monday to Friday, are encouraged to use 
the Park & Ride service located at Threemilestone, as opposed to parking on the hospital site. 
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On your first day of Induction, we would ask that you use the Park & Ride facility. A member of 
Trust staff will be available at the Induction session to offer advice regarding car parking, the Park 
& Ride facility and other travel options. 

If you have any special conditions or requirements in respect of, for example, any disability or 
religious belief/practice that you may have, which we need to take into consideration to enable you 
to attend your Induction, please contact the Training Department on 01872 255148. Please leave a 
message if your call cannot be answered. 

I hope that you will enjoy working for the Trust and look forward to you joining us. 
Yours sincerely 



SARAH HUTCH INS 

Senior Recruitment Assistant 

Please do not detach 

Please bring a signed copy of this contract to hand in when you attend Induction on your 

first working day 



I confirm my acceptance of the above post and confirm that I will be able to commence on 



Signed 
Dated . 
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NON-ATTENDANCE AT CORPORATE INDUCTION 



Attendance at Corporate Induction is mandatory to ensure that newly appointed staff are 
appropriately inducted into Royal Cornwall Hospitals NHS Trust, and receive the appropriate 
mandatory training as appropriate for their role. 

Non-attendance will be notified to the Recruiting or Line Manager, and Human Resources advice 
should be sought. Non-attendance will result in non-payment for the individual. 

Employees must not commence work until they have completed the Corporate Induction specified 
for their job role. Staff who fail to attend the parts of Corporate Induction specified for their role will 
not be paid. 
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Valid Documents to verify your identification 
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When you register for Induction you will be asked to verify 
your identification 


Group 1 
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Valid Passport (UK, EU - non-EU showing immigration status) 
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National Identity Document (EU Countries only) 
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Original UK Birth / Adoption Certificate 




UK Firearms License 
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UK photo card driving license 
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Bank debit cards (including cheque guarantee cards) 




Credit cards 




Marriage Certificate 




Divorce or annulment papers 




Police registration document 




Certificate of employment in HM forces 


Group 2 


NHS Trusts Identification (such as hospital ID card) 




Recent Utility Bill (less than 3 months old, bills in joint names are 
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permissible, mobile phone bills or home shopping account 
bills are not acceptable) 




Local authority tax bill 
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UK photo card driving license (if not used for personal ID) 
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UK driving license (old version, if not used for personal ID) 
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Bank, building society or credit union statement (less than 3 
months old) 




Life Assurance Policy 




Mortgage Statement 




Council rent card or tenancy agreement 




Benefits book or letter from benefits agency confirming 
entitlement to benefit 



PLEASE NOTE IF ANY OF YOUR IDENTIFICATION IS IN A DIFFERENT NAME YOU WILL 
ALSO NEED TO BRING EVIDENCE OF YOUR NAME CHANGE 



Can you produce at least one photo ID from Group 1 




You need: 

Two from Group 1 

One from Group 2 - with current address 



OR 




You need: 

Two (non photo) from Group 1 and 
Two from Group 2 - with current address 
For a total of four documents 



You need: 

One from Group 1 

Two from Group 2 - with current address 



WE MAY NOT BE ABLE TO PAY YOU IF YOU FAIL TO BRING THE CORRECT FORMS OF 
IDENTIFICATION 
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Royal Cornwall Hospitals 

NHS Trust 



STATEMENT OF PRINCIPAL TERMS AND CONDITIONS OF 

EMPLOYMENT 

CONTAINED IN 2 PARTS WHICH TOGETHER FORM THIS STATEMENT 

BETWEEN 
Mr Anthony Jones 
and 

THE ROYAL CORNWALL HOSPITALS NHS TRUST 
(Herein after referred to as 'the Trust') 
PART ONE 



This document details your principal terms and conditions of employment 
relating to your appointment, as required by the Employment Rights Act 1996 
and together with your letter of appointment constitutes your contract of 
employment with the Trust. This contract of employment will supersede any 
previous contract of employment with the Trust. 
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1. JOB TITLE / DUTIES 



You are employed in the post of Staff Nurse, reference: 156-14-1000. The duties and 
responsibilities of the post are as set out in your job description, the content of which may 
be subject to review and varied from time to time. 

1.1 You shall at all times during the period of this contract: 

1.1.1 devote your whole time, attention and ability to the duties of the post; 

1 .1 .2 faithfully and diligently perform those duties; 

1 .1 .3 obey all lawful and reasonable directions of your manager and the Trust; and 

1 .1 .4 use your best endeavours to promote the interests of the Trust. 

1.2 As a condition of your employment you may be required to undertake other duties 
as may reasonably be required of you and are commensurate with the banding of 
the post. Such changes will be effected following appropriate discussion with you. 

2. DATE OF APPOINTMENT 

The date of appointment to your current post is: 5 January 201 5 

3. CONTINUITY OF EMPLOYMENT 

For the purpose of statutory employment rights, your continuous employment started from 
the date of commencement of your employment with the Trust as shown in paragraph 2 
above. 

4. CONTINUOUS NHS SERVICE 

Continuous previous service with the NHS means service without a break of more than 1 
week (Sunday to Saturday). Your NHS continuous service date is subject to confirmation 
from your previous NHS employer(s). 

5. ARRANGEMENTS FOR DETERMINING PAY AND CONDITIONS OF SERVICE 

The terms and conditions of your employment consist of: 

• the terms of this document, 

• the NHS National Terms and Conditions of Service (Agenda for Change (AFC)) 
that are agreed by the NHS Staff Council (as amended from time to time) 

You are required to comply with all Trust policies, procedures, protocols and guidance 
documents at all times, including the Care Quality Commission requirements, as amended 
from time to time. 

Copies of the latest versions of the Trust policies and procedures are available on the Trust 
document library, which can be accessed through the Trust Intranet . 
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Pay 



Your starting salary will be in accordance with Band 5 £21,478 to £27,901 pro rata and is 
subject to confirmation of previous experience. You will be placed on the bottom of the pay 
band unless you bring evidence of your last/current payslip or evidence of previous NHS 
service. 

Incremental Date 

Your incremental date has been set in accordance with the Agenda for Change Terms and 
Conditions and the Trust's policy on Starting Salaries. 

6. METHOD OF PAYMENT 

Your salary will be paid monthly at 1/1 2 th of the annual rate by bank transfer into the 
appropriate account as specified by you. Where pay day falls on a weekend or public 
holiday, payment will be on the nearest, previous 'working' weekday. 

7. PLACE OF WORK 

As a term of your employment you may be required to undertake duties at, or relocate your 
base, to any of the other RCH Trust sites on a temporary or permanent basis, if required by 
the duties of the post and/or the needs of the Trust. 

8. CHANGES TO WORKING ARRANGEMENTS 

The Trust may require variations to your duties, base, place of work and/or working 
arrangements as necessary to meet the needs of the service, (and this will be subject to an 
appropriate period of consultation). Where there is a need to make a major or substantive 
change to these conditions of your employment you may be given notice, which is equal to 
that given in respect of termination of employment. Where an emergency arises, subject to 
the exigencies of the service, you may be required to work in another department or 
location at short notice. Where change of base is requested appropriate excess mileage will 
be payable in accordance with the Trust Policy. 

9. CONTRACTED HOURS 

Your contracted hours (exclusive of meal breaks) for this appointment are 30 per week. 

Your normal pattern of work and hours will be agreed with you by your manager subject to 
the needs of the Trust and the Working Time Regulations. Any flexible working 
arrangements will be agreed subject to the Flexible Working and Work Life Balance Policy 
(as amended from time to time). 

The Working Time Regulations state that employees should not work more than an 
average of 48 hours per week based on a 17-week period and the Trust is required to be 
aware of all the hours you work regardless of whether this is for the Trust as additional 
hours or via Kernowflex or with another employer. In accordance with the Secondary 
Employment Policy you are required to notify your manager of any such hours worked or 
any other employment you hold (whether or not the work makes you exceed 48 hours). 
Failure to do so may result in disciplinary action. 

You may choose to work more than the averaged 48 hours weekly. To do so you must 
complete and sign an 'Opt Out' form [available as part of the Trust Working Time 
Regulations Policy and Guidance ] which must be submitted to the Human Resources 
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Department / Medical Staffing Department and agreed with the appropriate manager prior 
to undertaking hours of work over and above an averaged 48 hours. This is an entirely 
voluntary individual decision. Such an individual agreement may relate to a specified period 
or apply indefinitely. To end an agreement you are required to give your manager 3 months 
notice in writing. There is no obligation on the Trust to agree to a request to work in excess 
of an averaged 48 hours per week. For further details please contact your manager. 

10. ANNUAL LEAVE AND PUBLIC HOLIDAY ENTITLEMENT 



The annual leave year runs from 1 April to 31 March and entitlement for full time staff, 
working 37.5 hours per week, is based on length of service as follows: 



Length of service 


Annual Leave and Public 
Holidays entitlement in hours 


Annual Leave and Public 
Holidays in equivalent 
days 


On appointment to NHS 


203 hours plus up to 60 hours 
public holidays (pro rata to 
contracted hours) 


27 days plus up to 8 days 
public holidays (pro rata to 
contracted hours) 


After 5 years service 


218 hours plus up to 60 hours 
public holidays (pro rata to 
contracted hours) 29 days + 8 
days 


29 days plus up to 8 days 
public holidays (pro rata to 
contracted hours) 


After 10 years service 


248 hours plus up to 60 hours 
public holidays (pro rata to 
contracted hours) 


33 days plus up to 8 days 
public holidays (pro rata to 
contracted hours) 



Aggregated and verified previous NHS Service will be recognised when determining annual 
leave entitlement. 



Total annual leave entitlement (including public holidays) with pay is calculated in hours in 
accordance with the Trust Annual Leave Policy 

In the first and last annual leave year in post, leave is proportionate to the number of 
completed months of service in the annual leave year. 

On termination of employment, any accrued untaken annual leave should where 
reasonably practicable to do so, be taken before leaving or if this is not possible be paid. 
Where leave taken is greater than entitlement due at termination a deduction of the 
overpayment made will be made from final salary. Where this is not possible, the amount 
will be recovered directly from the former employee. 

In instances of dismissal for gross misconduct the Trust reserves the right not to pay in lieu 
of any additional contractually accrued annual leave. 
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11. NOTICE PERIODS 



Unless there is mutual agreement that a different period should apply the minimum notice 
to be given by you to terminate your employment in writing is: 



Pay Bands 1 to 5 


One month 


Pay Band 6 to 7 


Two months 


Pay Bands 8a and above 


Three months 



The minimum notice to be given in writing by the Trust to terminate your employment is the 
greater of either: - 

(a) A period of notice equal to that required for you to terminate your contract or 

(b) One week's notice during the first two years of continuous employment and 
thereafter one week's notice for each year of continuous employment up to a 
maximum of twelve weeks. 

There is no entitlement to notice or payment in lieu of notice in the event of summary 
dismissal. Should you leave without giving proper notice and without the agreement of your 
manager, the Trust reserves the right not to pay you for each day not worked during the 
notice period. 

Where the employment is terminated by reason other than summary dismissal in 
accordance with the Trust's Disciplinary Policy and Procedure , the Trust may, at its 
discretion, choose to pay you a lump sum (referable to your salary on the serving of such 
notice and less deductions required by law) in lieu of notice and not require you to work for 
all or part of the notice period. 

12. PENSIONS 

Membership of the NHS Pension Scheme is available to all employees over the age of 16. 
Membership is subject to the regulations of the NHS Pension Scheme, which is 
administered by the NHS Pensions Agency 

Subject to the regulations, new eligible employees will automatically become a member 
unless they decide to opt out, details of which will be supplied on request. 

A contracting-out certificate under the Pension Schemes Act 1993 is in force for this 
employment and, subject to the rules of the Scheme, if you join the Scheme your 
employment will be contracted-out of the State Second Pension Scheme. 

13. DEDUCTIONS FROM SALARY 

Deductions will be made from your pay either as required by legislation or as authorised by 
yourself, either on your appointment form or by separate authorisation to Payroll. The Trust 
shall however retain the right to reclaim through payroll any payment made in error or any 
overpayment of leave or other benefits due to termination of contract in accordance with the 
following: 

13.1 In accordance with Part 2 of the Employment Rights Act 1996, you authorise the 
Trust to deduct from your pay any overpayments made to you. 

1 3.2 Unless otherwise agreed with you and subject to clause [1 9.3], where the 
Trust has made more than one overpayment to you; the Trust will deduct 

the amount of the overpayments over the same period of time and by the same 
amount as those overpayments were made to you. 
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1 3.3 If your employment with the Trust will end or is likely to end, within a period of time 
that is insufficient to recover the full amount of the overpayments in accordance with 
clause [19.2], the Trust may increase the amount deducted each payroll to ensure 
that the full outstanding amount is recovered before your employment with the Trust 
ends. 

13.4 If your employment ends for any reason before the full amount of the overpayments 
has been deducted from your pay, the Trust may deduct the outstanding amount 
from your final pay. If any amount remains outstanding, the Trust reserves the right 
to recover such sums from you after you have left the Trust. 

1 3.5 You authorise the Trust to make deductions from your pay for any loans 

and advances to you. The terms for making these repayments will be agreed with 
you in writing. 

You are responsible for checking your payslip every month to ensure you are being paid in 
accordance with your contract. If you notice an overpayment has been made, it is your duty 
to raise this with your manager immediately so that arrangements for repayment can be 
made. 

Unauthorised leave 

You will not be paid for any unauthorised leave. Any payment made to you for unauthorised 
leave will be treated as an overpayment and recovered in accordance with clause 13.2. 

14. HEALTH MANAGEMENT 

The appointment is subject to satisfactory completion of a medical questionnaire or 
examination, and agreement that you will submit at any time to a medical examination by a 
medical practitioner nominated by the Trust. Any such assessment will be undertaken by an 
appropriate Occupational Health Practitioner or Specialist Medical Practitioner. Occupational 
Health may on occasion need to liaise with your GP. This will be done with your consent in 
accordance with your rights under the Access to Medical Records Act 1990 as amended. 

15. SICKNESS ABSENCE / ALLOWANCES 

Your entitlements during any absence due to sickness or injury are determined in accordance 
with legislation, NHS national and Trust conditions. 

Your continuous previous service with any NHS Employer counts as reckonable service in 
respect of NHS arrangements on sick pay. If you are returning to NHS employment, any 
previous period(s) of NHS Service will count towards your entitlement to sick pay provided 
there has only been a break or breaks in service of 12 months or less. 



Contractual sick pay allowances are as follows: - 



During the 1 st year of service 


1 month's full pay and 2 months' half pay 


During the 2 nd year of service 


2 month's full pay and 2 months' half pay 


During the 3 rd year of service 


4 months' full pay and 4 months' half pay 


During the 4 th and 5 th years of service 


5 months' full pay and 5 months' half pay 


After completing 5 years of service 


6 months' full pay and 6 months' half pay 



The rate of sick pay and period during which sick pay should be paid is calculated by 
deducting from an employee's entitlement on the first day of sickness, the aggregate 
periods of paid sickness absence during the 12 months immediately preceding that day. 

Staff will have no automatic entitlement to exhaust their sick pay before possible termination 
of employment. 
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Sickness absence is managed in accordance with the Trust's Sickness Management Policy 
and it is your responsibility to ensure that you adhere to the reporting and certification 
procedure and provide the appropriate information as detailed in the policy. If you do not 
adhere to the local reporting arrangements any absence may be deemed to be 
unauthorised for which you may not receive occupational sick pay and for which disciplinary 
action may be taken. 

Sick pay is not payable in the event of absence arising from misconduct, participation in a 
sport on a paid basis, or whilst working for another employer in your own time. 

An employee absent as a result of an accident is not entitled to sick pay if damages are 
received from a third party. The Trust however may advance to you a loan of a sum not 
exceeding the total sickness pay provided in respect of this absence. You are under a duty 
to seek to recover as compensation from the third party any payment of sickness pay made 
by the Trust and you are required to keep your manager advised of the progress of any claim. 
Failure to do so will be considered an act of misconduct and may result in disciplinary action 
including the possibility of summary dismissal. 

Such a loan must be repaid in full within 14 days of your receipt of any compensation from 
the third party. Should you fail to repay the loan or any part thereof in accordance with the 
above clause you agree that the Trust may deduct any outstanding sum in respect of the loan 
from your salary or any other monies due. 

Due to the nature of healthcare, patients may be vulnerable to infections carried by staff. 
This will particularly (but not exclusively) be the case with staff engaged in invasive 
procedures and those caring for immuno-surpressed patients. These situations may be 
governed by professional codes of conduct and are reinforced by the Trust's own policy 
and procedure which you are expected to comply with together with any reasonable 
request by the Trust for testing, vaccination, or other measures to minimise the 
transmission of infection. 

If you become a carrier or when requested are unwilling to provide evidence of you having 
had the appropriate vaccination, the Trust reserves the right to redeploy you as appropriate 
or if this is not possible medically suspend you until such proof is available. If you fail to co- 
operate with the requirement to ensure appropriate vaccination this could result in 
disciplinary action which may result in the termination of your employment. Information 
given under the Trust's procedure will be held in medical confidence. 

It is the duty of staff to take all reasonable steps to promote their recovery from illness or 
injury. This includes not undertaking any work (paid or unpaid) outside the Trust without the 
prior agreement of the Trust and written recommendation from Occupational Health that the 
activity will be beneficial to recovery. Failure to comply with these requirements will be 
treated as misconduct under the Trust's Disciplinary Policy and Procedure , which could 
lead to your dismissal. 

16. GRIEVANCES 

Any complaint relating to your employment should be taken up with your manager in the 
first instance. If the matter is not resolved or it relates to your manager, you can pursue it in 
accordance with the Trust's Grievance Procedure. 

17. DISCIPLINARY PROCEDURES 

The Trust's Disciplinary Policy and Procedure is designed to inform and encourage all 
employees to achieve and maintain high standards of conduct and provides a fair and 
consistent method of dealing with alleged failures to meet them. 
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18. PERFORMANCE 



Continuation of your appointment under this contract is subject to satisfactory performance 
of the duties of the post. It is your responsibility to ensure that all duties are carried out to 
the highest possible standard and in accordance with quality initiatives within your area of 
work. Unsatisfactory performance will be managed under the Trust's Capability Procedure. 

19. DIGNITY AT WORK 

The Trust supports the right of staff and patients to be treated with dignity and respect, and 
is committed to promoting an environment free from harassment, bullying or victimisation. 
Failure to comply with or adhere to the Trust's Dignity at Work Policy will be treated as 
misconduct under the Trust's Disciplinary Policy and Procedure , which could lead to 
disciplinary action being taken that, may include dismissal. A copy of the Policy is available 
on the document library which can be accessed via the Trust Intranet. 

20. DISCLOSURE OF CRIMINAL CONVICTIONS AND FITNESS TO PRACTICE 

In line with Trust Policy staff and applicants seeking appointment will be subject to a 
disclosure check through the Disclosure and Barring Service (DBS) as deemed appropriate 
to meet the requirements of the role. In these situations, offer of and continued employment 
is subject to a satisfactory check being completed. 

For the majority of posts and in accordance with the Rehabilitation of Offenders Act 1974, 
you are required to immediately declare all, convictions, cautions, reprimands, warnings, 
absolute or conditional discharges, bind overs or pending police actions (together 'Criminal 
Offences') as well as convictions which for other purposes are 'spent' under the provisions 
of the Act whether related to your employment or not ("relevant disclosure). 

Failure to disclose any relevant disclosures (including if you lose your driving licence as a 
result of a conviction or providing misleading or incomplete information about any Criminal 
Offences may lead to disciplinary action being taken, which may result in your dismissal. 



Cautions, convictions, reprimands or final warnings during the course of your 
employment 

During your employment you must declare any police charges brought against you 
including convictions, cautions, reprimands, warnings, absolute or conditional discharges, 
bind overs or pending police actions incurred either inside or outside work in the UK or in 
any other country so that the Trust can assess if they affect your position. Any information 
given will be judged on its merits and in relation to the Rehabilitation of Offenders Act 1974, 
Data Protection legislation and the Department of Health requirements. 

Failure to declare information deemed relevant to your employment may result in 
disciplinary action being taken which may lead to your dismissal. 

21 . IMMIGRATION, ASYLUM AND NATIONALITY ACT 2006 

The Immigration, Asylum and Nationality Act 2006 allows the Trust to employ only those 
persons deemed to be eligible under the legislation to enter, remain and work in the UK. 

You are required to co-operate fully and in a timely manner with all requests for relevant 
documentation and information relating to your right to work in the UK and are required to 
inform the Trust should your status alter in anyway during the course of your employment. 

Whilst checks are carried out on appointment and at regular intervals during your service, if, 
at any time during your employment, you are no longer eligible to be lawfully employed by 
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the Trust, your contract of employment will be terminated. Reasonable steps will be taken 
to fully investigate your immigration / asylum status prior to such action. 

22. PERSONAL INFORMATION CHANGES 

You are required to inform your manager of any changes to your personal circumstances 
such as change of address, telephone number, bank or building society details for payment 
of salary, next of kin, dependents, marital status, civil partnership status, gaining of 
qualifications, criminal convictions, loss of driving licence etc. This list is illustrative not 
exhaustive. 



23. SECONDARY EMPLOYMENT 

The Trust believes that it is acceptable for staff to take on employment with other 
organisations. In accordance with the Secondary Employment Policy A you must notify your 
line manager if you intend carrying out additional paid employment or work (either for 
yourself or on a voluntary basis). The Trust will allow you to undertake the additional work 
providing it does not conflict with the following: 

• The performance of your normal duties [see paragraph 23] 

• The interests of the Trust 

• The requirements of the Working Time Regulations [see paragraph 1 3] 



24. LEAVING THE TRUST 

You are required to return all Trust property to the Trust on your last day of duty when your 
contract of employment ends. 
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Signed on behalf of the Trust: 

Name: (block capitals) SARAH HUTCHINS 
Designation: Senior Recruitment Assistant 



Date: 28 November 2014 



PLEASE DO NOT DETACH 

This is an important document, which governs your employment relationship with the Trust. You must 
therefore ensure that you have read and understood the contents of the document before signing the 
acceptance. 

ACCEPTANCE 

I confirm that I have read and understood the contents of the two sections which make up this 
document. I hereby confirm that I accept this appointment on the terms and conditions set out in this 
document. I have retained a copy of this statement for my own information. 

Name: (block capitals) 

Signed: Date : 

I also consent to the processing of personal data, including personal sensitive data, within the 
meaning of the Data Protection Act in relation to my employment. 

Name: (block capitals) 

Signed: Date : 

You are required to sign one copy of this document which your Manager will keep in your personal 
file. PLEASE NOTE if you take up your position and / or continue to attend work, you are deemed 
to have accepted the terms offered even though you may not have signed and returned a copy of 
this statement. 
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One + all I we care 
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NHS Trust 



STATEMENT OF PRINCIPAL TERMS AND CONDITIONS OF 

EMPLOYMENT 



PART TWO 



Supplement to statement of written particulars 
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1. REMUNERATION 



Unsocial Hours 

If you are required to work unsocial hours the rate of pay will be in accordance with the 
conditions relating to the payment of unsocial hours set out in the Agenda for Change 
(AFC) Terms & Conditions of Service. 

On-Call 

If you are required to participate in an on-call rota, an on-call allowance is payable, and 
payment will also be made for any work performed as a result of a call out in accordance 
with the AFC Terms & Conditions of Service. 

Overtime 

All staff in pay bands 1 to 7 will be eligible for overtime payments in accordance with the 
conditions set out in the relevant provisions of AFC Terms and Conditions of Service. Any 
overtime worked must be agreed in advance by your line manager. 

Additional payment claims 

Payment for any claims made in respect of unsocial hours, on call duties, overtime hours, 
travel and subsistence costs will only be paid by the Trust if correct and accurate claims 
have been submitted by the employee within 3 months of the actual costs being incurred. 

Recruitment and Retention Premium (short or long term) (RRP) 

This is a premium that can be paid in addition to basic pay for either an individual post or a 
specific group of posts where market pressures would otherwise prevent the Trust from 
being able to recruit staff to and retain staff in sufficient numbers for the posts concerned at 
the normal salary for the job. If this post attracts a recruitment/retention premium, you 
would have been advised of this during the recruitment process. 



2. PAY PROGRESSION AND GATEWAYS 

A Knowledge and Skills Framework (KSF) outline will be applied to all posts covered by 
Agenda for Change. This will specify the minimum applied knowledge and skills required 
for a job and how this should develop during a person's time in post 

There is an expectation that individuals will progress through the pay points on a pay band 
by applying the necessary knowledge and skills to the demands of the post. It is only at 
gateways, or if concerns have been raised about significant weaknesses in undertaking the 
current role, that the outcome of a review might lead to deferment of pay progression. 

For more information please refer to the relevant section of the AFC Terms and Conditions 
of Service Handbook and the Performance and I Development Review Policy & Procedure . 

Preceptorship and accelerated pay progression 

'Preceptor' posts have been graded at Band 5 and newly qualified registered staff will be 
appointed to the minimum of Band 5, subject to availability of suitable roles. 
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3. PERSONAL DEVELOPMENT REVIEW 



In line with the KSF you will be expected to work towards achieving agreed standards for 
your post. You are required to take part in regular personal development reviews, at least 
annually. Further details are given in the Trust's Performance Development Review Policy 
and Procedure contained on the Trust document library. 

4. MANDATORY / ESSENTIAL TRAINING 

You are required to complete all aspects of Mandatory/ Essential Training, refresher and 
specialist training, as deemed appropriate by the Trust and defined in the Trust Mandatory 
Training Policy. You will be required to ensure that your training is kept current and 
updated within the required timescale, as outlined within the relevant policy. Failure to 
complete mandatory / essential training or any refresher training may be handled as a 
conduct issue in line with the Trust Disciplinary Policy and Procedure. 

5. SMOKE FREE SITE 

Royal Cornwall Hospitals Trust is a Smoke Free Site. Failure to comply with the 
requirements of the Trust Smoke Free Policy (as amended) will be regarded as misconduct 
and could lead to formal action under the Trust's Disciplinary Policy and Procedure. 

6. QUALIFICATIONS AND REGISTRATION 

Staff undertaking work which requires professional / state registration are responsible for 
ensuring that they are registered in accordance with the Trust Policy on Professional 
Registration. 

Evidence of current registration on appointment and of continued registration during 
employment is required. Failure to maintain registration or loss of registration will be treated 
as a breach of your terms and conditions of employment and may result in your dismissal. 

Code of Professional Conduct 

One of the conditions of professional registration includes compliance with the relevant 
code of practice. If it is thought you have breached your professional code of conduct the 
matter will be investigated in line with the Trust Disciplinary Policy as a matter of personal 
misconduct and may lead to disciplinary action resulting in your dismissal. At any stage of 
the process the Trust may refer the matter to your professional registering body for their 
consideration under their own registration review procedures. 

If you become subject to a 'fitness to practice' investigation or proceedings or you are 
removed from the register or have conditions placed on your registration by the fitness to 
practice committee of a licensing or regulatory body in the UK or in any other country, you 
must declare this information to the Trust as soon as it becomes known to you. 

7. CODE OF CONFIDENTIALITY 

You must at all times be aware of the importance of maintaining confidentiality of 
information gained by you during the course of your duties. This will in many cases include 
access to personal information relating to service users. It is your responsibility to treat all 
personal data according to the NHS Information Governance Principles whereby 
information must be obtained fairly and efficiently; recorded accurately and reliably; held 
securely and confidentially; used and shared appropriately and lawfully. 
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Detailed guidance can be found on the Information Governance site on the Trust Intranet. 
You must treat all information in a discreet and confidential manner and particular attention 
is drawn to the following: 

• Confidential information regarding service users must not be disclosed either verbally 
or in writing to unauthorised persons. It is particularly important that you should ensure 
the authenticity of telephone enquiries. 

• Written records, computer records and correspondence pertaining to any aspect of the 
organisation's activities must be kept securely at all times. 

• You have an obligation to ensure that computer systems which you use are protected 
from inappropriate access within your direct area of practice e.g. by ensuring that 
personal access codes are kept secure. 

• All data held, its management and procedures must conform to the requirements of the 
Data Protection Act (1998). Under the Act service users and staff have a right of access 
to their records on application to the Disclosure Office. This can be read in conjunction 
with the Trust's full Data Protection Policy. 

• If it is necessary to share information in order to effectively carry out your work, you 
must make sure that as far as is reasonable this information will be exchanged on a 
strictly 'need to know' basis, using the minimum that is required and be used only for 
the purpose for which the information was given. 

• If unsure you must seek advice from your line manager, the Trust's Caldicott Guardian, 
the Legal Services Manager or the Information Governance Team. 

• Conversations relating to confidential matters affecting clients should not take place in 
situations where they may be overheard by passers-by both inside and outside work, 
e.g. in corridors, reception areas, lifts, cloak rooms and car park or other public areas. 

• Communication with the press or media, whether in response to an approach or at the 
instigation of the employee, should be made through the Press Office, in line with the 
Trust Media Relations Policy. If you have a genuine and reasonable concern about 
practices or unlawful acts at work and wish to report this to the Trust, you should do so 
by using the Trust Raising Concerns (Whistle blowing) Policy and Procedure . (All 
policies and procedures referred to here are available to view on the Trust document 
library.) 

• The Data Protection Act governs personal information recorded on computer and in 
paper format unauthorised disclosure of such information is unlawful. 

• The same confidentiality must also be observed in dealing with work related matters 
pertaining to work colleagues. 

• During the course of your employment with the Trust you are not permitted to view or 
access your own staff or patient record. Should you wish to access either record you 
should make an application in accordance with the appropriate procedure as laid down 
by the Trust and Data Protection Act. 
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• Unauthorised entry to computer records will constitute gross misconduct which may 
lead to formal action under the Trust Disciplinary Policy and Procedure which could 
lead to your dismissal. 

• You will not at any time during your employment (except as so far as is necessary in 
the course of your employment) or afterwards, disclose to any person any information 
as to the business, dealings, practice, accounts, finances, trading, software, know-how, 
affairs of the Trust of any of the Trust's patients or prospective patients, distributors, 
firms or companies otherwise connected with the Trust. 

• All information held about the Trust or in connection with the Trust and any of the above 
is to be regarded as confidential. All notes, memoranda, records and other documents 
of the employer and in your possession are and shall remain the property of the 
employer and shall be handed over by you to the employer from time to time on 
demand and, in any event, upon termination of your employment. You should 
understand that a breach of this clause would constitute gross misconduct which may 
lead to formal action under the Trust Disciplinary Policy and Procedure which could 
lead to your dismissal. Should you breach this clause after your employment has 
ended, the organisation may take legal action against you. 

• Any breach of confidentiality may be regarded as misconduct and may be subject to 
disciplinary action, including dismissal. A breach of confidentiality may also result in a 
civil action for damages. 

• The transportation of personal identifiable data (PID) in private motor vehicles is only 
permitted with the authorisation of your line manager, the Records Services Manager or 
the Data Protection Officer. PID should be transported securely in an appropriate 
bag/container in the boot of the vehicle, at no point should PID be left unattended. 

Record Keeping 

Under the Public Records Act 1958 all NHS employees are responsible for any records 
they create or use in the course of their duties. Therefore, all staff, whether clinical or 
administrative, must be aware of their individual record keeping policies. 

You have an obligation to maintain personal identifiable information in accordance with the 
following trust policies: 

■ The Clinical Record Keeping Policy, 

■ Managing Health and Corporate Records Policies 

■ Accessing Health Records Policy 

■ Medical Photography Policy 

■ Emailing Patient Information Policy 

It must be noted that any record you create maybe subject to a disclosure, either under the 
Data Protection Act, Access to health records Act or the Freedom of Information Act. It is 
your responsibility to ensure that records you create are made in such a way as to be 
disclosed without causing embarrassment to either, the data subject, yourself or the Trust. 
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8. STANDARDS OF BUSINESS CONDUCT / DECLARATION OF INTERESTS / NHS 
CODE OF CONDUCT 



Public sector bodies must be impartial and honest in the conduct of their business, and 
employees should remain beyond suspicion. 

It is an offence under the Prevention of Corruption Acts for an employee corruptly to accept 
any inducement or reward for doing, or refraining from doing, anything in their official 
capacity, or corruptly showing favour, or disfavour, in the handling of contracts. 

You are bound by the provisions of the Standards of Business Conduct published from 
time to time by the NHS Executive and which are contained in the Trust's Standing Orders 
and Financial Instructions available on the Trust document library. 

It is your responsibility to familiarise yourself with these policies. Failure to comply with or 
adhere to the Standards of Business Conduct will be treated as misconduct under the 
Trust's Disciplinary Policy and Procedure, which may result in your dismissal. 

It is the responsibility of individual members of staff to ensure that you are not placed in a 
position of risk or conflict between your private interests and your NHS duties. 

NHS managers are required to comply with the provisions of the Code of Conduct for NHS 
Managers published by the Department of Health on 9 October 2002 (and any 
amendments or re-issues of that code as may be published from time to time). 

Staff whose roles include handling of monies and/or procuring goods and services must 
adhere to the Trust's Standing Orders and Standing Financial Instructions. 

Acceptance of Gifts and Hospitality 

All staff must comply with the Trust's Guidance to Staff on Gifts, Hospitality and the 
reporting of Potential Conflicting Interests and register any gifts and/or hospitality 
accordingly. The Trust considers it to be a serious offence for any employee, in connection 
with their employment, to accept gifts and hospitality, other than by way of a token nature, 
from any person or business with whom you or the Trust is involved. This includes an offer 
to a third party or acceptance of any benefit whether financial or in kind from any other 
party (other than the proper remuneration from the Trust). If in doubt you should seek 
advice from your line manager, divisional manager, Board Secretary or the Finance 
Department. Failure to comply with or adhere to the Trust's Guidance to Staff on Gifts, 
Hospitality and the reporting of Potential Conflicting Interests will be treated as misconduct 
under the Trust's Disciplinary Policy and Procedure , which may result in dismissal. 

Declaration of Interests 

It is your responsibility to inform your manager if you or a close relative or associate has a 
controlling and/or significant interest in a business (including a private company, public 
sector organisation, other NHS employer and/or voluntary organisation) or in any other 
activity or pursuit which may compete for an NHS contract to supply goods or services to 
the Trust. Failure to do so may result in disciplinary action being taken against you. 



Created: Sept. 2010; Version: 1.0 21 
Author: Human Resources 
Updated: June 2012 
Review: Sept. 2013 



9. 



MATERNITY LEAVE AND PAY 



Statutory and occupational maternity leave, pay and other related rights are laid down in 
current legislation and the AFC Terms and Conditions. Full details are covered in the 
Trust's Maternity Pack (your guide to being pregnant at work and maternity leave) 
contained on the Trust document library and which may be amended from time to time. 

1 0. HEALTH AND SAFETY 

The Trust has a responsibility under the Health and Safety at Work etc. Act 1974 and 
associated legislation to ensure so far as is reasonably practicable the health safety and 
welfare of its employees. As an employee it is your legal duty to take reasonable care for 
the health and safety of yourself and of others (patients, visitors and staff) who may be 
affected by your actions or omissions, whilst undertaking your work activity. 

It is also a legal requirement that you co-operate with your employer in the discharge of its 
statutory duties. You must adhere strictly to the policies and procedures on health and 
safety, and report all accidents, dangerous occurrences, unsafe practices or damage to 
your manager promptly using the Trust's incident reporting system. You must attend any 
mandatory training and maintain an up to date awareness of Trust's policies and 
procedures relating to Risk Management and Health and Safety. You must make use of 
appropriate training, safety equipment, protective clothing and footwear. Failure to comply 
with these requirements may result in disciplinary action. 

1 1 . RAISING CONCERNS (WHISTLEB LOWING) POLICY 
(Public Interest Disclosure Act 1998) 

If you have a genuine and reasonable concern about practices or unlawful acts at work and 
wish to report this to the Trust in a confidential manner you are encouraged to do so by 
using the Trust Raising Concerns (Whistle blowing) Policy and Procedure . The policy sets 
out the rights and responsibilities of staff when raising issues of concern about health care 
matters, which are outside the scope of formal complaints or grievance procedures. The 
document may be viewed on the Trust document library 

Under the Public Interest Disclosure Act 1998 (as amended), employees are protected 
from any form of discriminatory action, including dismissal, where they act in accordance 
with the Act and make a protected disclosure. The disclosure must relate to information 
concerning a criminal offence or breach of a legal obligation, a miscarriage of justice, 
danger to the health and safety of an individual or damage to the environment or a 
deliberate cover-up of any of these issues. 

1 2. PROFESSIONAL / STAFF ORGANISATIONS AND TRADE UNION MEMBERSHIP 

The Trust is committed to working in partnership with Staff Side organisations (Trade 
Unions). You have the right to join any Trade Union or Professional Body of your choice; 
subject to any rules for membership that the organisation may apply. A list of recognised 
Trade Unions can be obtained from the Human Resources Department or the Chair of Staff 
Side. 
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13. RESEARCH GOVERNANCE 



The Trust manages all research in accordance with the requirements of the Research 
Governance Framework. You must comply with all reporting requirements, systems and 
duties of action put in place by the Trust to deliver research governance. Guidance and 
protocols are available on the document library on the Trust Intranet or from the Research 
and Development Directorate. 

1 4. INTELLUCTUAL PROPERTY AND COPYRIGHT 

The Trust wishes to stress that all papers and files relating to the work of the Trust or your 
work as an employee of the Trust are the property of the Trust and remain so irrespective 
of origin or ownership. 

Intellectual property 

If at any time as a part of your employment, whether during or outside of normal working 
hours, but in connection with your work with the Trust, you develop, discover or participate 
in the development or discovery of any Intellectual Property relating to your work with the 
Trust, the full details of the Intellectual Property shall be immediately communicated to the 
Trust and shall be the absolute property of the Trust. 

At the request and expense of the Trust you agree to provide all such information, data, 
drawings and assistance as may be required to exploit the Intellectual Property to best 
advantage and to execute all documents and do all things which may be necessary or 
desirable for obtaining a patent or other protection in such parts of the world as specified 
by the Trust and for vesting the same in the Trust or as it may direct. 

All rights and obligations under this agreement shall continue in force after termination of 
employment in respect of Intellectual Property developed or discovered during the period of 
employment, as maybe enforceable under any appropriate legal guidance pertaining at the 
time. 

It is a condition of your employment not to exploit any intellectual property of the Trust 
without the specific approval of the Chief Executive. 

Copyright 

In accordance with Copyright, Designs and Patents Act 1988 if at any time as a part of your 
employment or arising from your employment you develop an original literary, dramatic or 
artistic work, written down or otherwise recorded, such work shall remain the copyright of 
the Trust. The full details of the works shall be immediately communicated to the Trust and 
shall be the absolute property of the Trust. 

At the request and expense of the Trust you agree to provide all such information and 
assistance as may be required to exploit the works to best advantage and shall execute all 
documents and do all things which may be necessary or desirable for obtaining copyright 
or other protection in such parts of the world as specified by the Trust. 

All rights and obligations under this agreement shall continue in force after termination of 
employment in respect of works or copyright developed during the period of employment 
as maybe enforceable under any appropriate legal guidance pertaining at the time. 
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15. COMPUTER USE, IT SECURITY, EMAIL AND INTERNET ACCESS 



It is your responsibility to use the Internet and Email facilities in an acceptable and 
appropriate way as defined in the Trust's Email Policy and Acceptable Use Policy . 

Copies of the policies and guidelines relevant to Email and Internet use can be found on 
the Cornwall and Isles of Scilly Information and Technology Services (CITS) Website and 
the document library including: 

■ Email policy 

■ Cornwall Health Community IT Security Policy 
■ 

■ Acceptable Use Policy 

■ IT Security Policy 

Breach of the relevant policy may result in disciplinary action and may be considered an 
act of gross misconduct resulting in summary dismissal. 

1 6. LOSS OR DAMAGE TO PERSONAL PROPERTY 

The Trust does not accept any responsibility for articles of personal property lost or 
damaged on its premises or its ground. You are encouraged to obtain personal insurance 
cover against all risks. If you are absent for any time, it is your responsibility to arrange with 
your line manager to secure any personal belongings. 

1 7. DRIVING LICENCES AND MOTOR VEHICLE INSURANCE 

Where driving is a substantive part of your work essential to the effective exercise of your 
duties this appointment is conditional on the following: 

If you are required to travel by car or other private transport during the course of your 
employment you are required to have a valid full driving licence valid within the UK. 

It is your responsibility to ensure your vehicle is roadworthy and complies with legal 
requirements (i.e. possession of a valid MOT certificate and insurance). 

You warrant that you hold a valid licence and agree to immediately inform your line 
manager or the HR Department if: 

• you cease to hold such a driving licence; 

• you are prosecuted or are to be prosecuted for any road traffic offence which 
occurred during the course of your employment; 

• you are disqualified from holding a driving licence. 

Failure to hold a valid driving licence whilst using a vehicle for Trust purposes or to inform 
the Trust of any loss of your driving licence may result in disciplinary action. 

As you may be required to use your own private vehicle for business purposes it is your 
responsibility to insure the vehicle for business purposes as well as your own private 
purposes. This insurance must cover liability against the risk of injury to or death of, 
passengers, third parties and damage to property, including any company property or 
equipment carried in the vehicle. You warrant that you hold such insurance. The 
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Trust cannot accept responsibility in respect of risks not covered by your insurance policy, 
including any level of excess payable in the event of a claim on the policy. 

Car allowance rates / mileage rates have been calculated to allow for the required levels of 
insurance cover and additional payment will not be made to you for this required insurance. 

You shall on request by the Trust produce any relevant documentation including, your 
licence and valid insurance certificate for inspection. Failure to comply with such a request 
or failure to ensure correct documentation covering business usage may lead to 
disciplinary action. 
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